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[bookmark: _Toc206075401]Financial Reporting Training
[bookmark: _Toc206075402]Summit Financial Reporting and PeopleSoft Financials Reporting and Budgets lookup
Training is open to all faculty and staff and required for access.  

Peoplesoft Reporting and Budget Lookup
Learn how to run financial reports and lookup your budget balances in PeopleSoft Finance
	Date
	Location
	Time

	Wednesday, September 10
	LIB 240 or Zoom
	2:00 PM to 3:30 PM

	Wednesday, October 8
	LIB 240 or Zoom
	10:00 AM to 11:30 AM  

	Monday, November 3
	LIB 240 or Zoom
	2:00 PM to 3:30 PM

	Wednesday, December 10
	LIB 240 or Zoom
	10:00 AM to 11:30 AM  

	Thursday January 8
	LIB 240 or Zoom
	2:00 PM to 3:30 PM

	Wednesday, Feb 4
	LIB 240 or Zoom
	1:30 PM to 3:00 PM

	Friday, March 6
	Zoom
	10:00 AM to 11:30 AM

	
Summit Financial Reporting 101
Learn how to view budget balances, encumbrances and transaction detail using the Summit Financial Department Management Dashboard


	Date
	Location
	Time

	Monday September 8
	LIB 240 or Zoom
	10:00 AM to 11:15 AM

	Tuesday, October 7
	Zoom
	10:00 AM to 11:15 AM

	Wednesday, November 5
	LIB 240 or Zoom
	2:00 PM to 3:15 PM

	Monday, December 8
	LIB 240 or Zoom
	2:00 PM to 3:15 PM

	Wednesday, January 7
	LIB 240 Zoom
	10:00 AM to 11:15 AM

	Monday, February 2
	LIB 240 or Zoom       
	10:00 AM to 11:15 AM

	Tuesday, March 3
	Zoom
	10:00 AM to 11:15 AM



The staff sign up calendar is currently, unavailable.  To sign up for training, please email jschlesinger@umassd.edu.   
If you are unable to attend one of these trainings, email jschlesinger@umassd.edu to setup an additional class. 

Visit www.umassd.edu/peoplesoftfinance/ for additional helpful information. 


[bookmark: _Toc206075403]Procurement and Expenses Training 
Support and Training Conducted by the President’s office
BuyWays Procurement  
BuyWays Requisitioner, BuyWays Approver, BuyWays Change Requests, Contract Requester, Supplier Requester 
www.umassp.edu/upst/ email upst@umassp.edu or call 774-545-UPST (8778)  
Concur Travel and Expenses 
Travel Reservations, Pre-Travel Requests, Travel and Bankcard Expenses Entry, Expenses Approval.  https://www.umassp.edu/travel-and-expense/rollout  
 email: travelexpense-services@umassp.edu
[bookmark: _Toc206075406]Healix Travel Registration
 No Training is required https://www.umassp.edu/travel-and-expense/travel-registration
[bookmark: _Toc206075407]User Security Access 
[bookmark: _Toc206075408]Obtaining Access
Training is Required to obtain access.  In addition, a User Access Security Form must be completed and approved by a manager and the data custodian (controller).  

Finance Business systems include BuyWays for Procurement and Accounts Payable Operations, PeopleSoft Financials for Budget Inquiry and Financial Reporting, Summit for Financial Reporting.   Access is granted by UMass Dartmouth IT Access Management team upon approval from the data custodian (controller). 
Concur for Travel Booking, Travel Requests and Approval, Expense Reports and BankCard Expenses. Training is required and access is granted by the Travel Team at the president's office.  travelexpense-services@umassp.edu
[bookmark: _Toc206075409]Security Roles 
Review the security roles below before completing the Finance User Access Security Form.  You may select multiple roles on the form.  Approvals and Reporting require department security which is defined on the form.  All require a training date on the form.  Access is not granted until training is complete. Direct question to controller.request@umassd.edu.  For questions about current security access, contact IThelp@umassd.edu.
[bookmark: _Toc206075410]PeopleSoft Reporting 
Run PeopleSoft Financial, Grant reports and queries, review budget balances and Inquire on Budget Errors. View Expense and PO Inquiry pages. 
Audience:  Administrative assistants, Department Managers, Directors, Deans and Vice Chancellors that manage budgets or need to run reports for others. Includes Budget Balanced and Fund Balanced budgets, Sponsored and Non-Sponsored Project budgets.  
[bookmark: _Toc206075411]Summit Financial Reporting – Department Management
View Summit Department Management Financial Dashboards to Inquire on Budget Balances, Transaction Detail, Revenue and Expense Activity, Open Encumbrances and Requisition Detail.
Includes Budget Balanced and Fund Balanced budgets, Sponsored and Non-Sponsored Project budgets.  
Audience:  Administrative assistants, Department Managers, PI’s Directors, Deans and Vice Chancellors that manage budgets or need to run reports for others.
[bookmark: _Toc206075412]Summit Asset Management Dashboard 
Dashboard to view and download assets by custodial Department, Location, Category, Custodian
Audience:  Administrative Assistants, Department Managers responsible for tracking and updating department assets.  
Note:  This role is manually requested by emailing controller.request@umassd.edu 
[bookmark: _Toc206075413]Summit PI Dashboard 
Dashboard for PI’s to view Sponsored Project Award balances and transaction details.
Audience:  PI’s and Office of Research and Administration
Note:  This role is manually requested by emailing controller.request@umassd.edu 
[bookmark: _Toc206075414]BuyWays Shopper
Shop for goods & services and search for orders. Limited role, may enter, but not submit orders for purchase. Orders must be assigned to a Requisitioner to submit. Cannot create change requests.  May not be a Requisitioner or Requisition Approver. 
Audience:  Graduate Student employees, Temporary Employees and Maintainers. 
[bookmark: _Toc206075415]BuyWays Requisitioner 
Shop for goods and services and submit carts for ordering and approval. Create Contract and change requests. Approve invoices.  Search for orders and invoices. May not be Requisition Approver or Shopper.
Audience: Typically for administrative assistants, clerks, and anyone needing to purchase for a department.  
[bookmark: _Toc206075416]BuyWays Requisition Approver 
Approve purchase requisitions and invoice match exceptions, search for orders and invoices.  May not be a Requisitioner or Shopper. 
Audience:  Typically, Department Managers, Deans, VC’s and PI's that approve for their department or project.  
[bookmark: _Toc206075417]Concur Roles
Concur roles are setup at the president’s office by the travel and expenses team.
Traveler – Employees that travel and submit travel requests and expense reports, delegates that prepare travel requests and expense reports for others. 
Supervisor – Approves Travel Requests and Expense Reports for direct reports. 
Approver – Authorized Approver for the department incurring an expense. 
Bankcard Holder – Assigned a university credit card and responsible for maintaining the records for all bankcard transactions. 
Delegate Preparer – Employee delegated the ability to prepare travel requests or expenses on behalf of another. May not submit expense reports for the traveler. Additional form is required by the Controller to be setup as a Delegate preparer. Concur Travel and Expenses | Budget & Finance | UMass Dartmouth

[bookmark: _Toc206075418]Steps to obtain Access 
[bookmark: _Toc206075419]Summit Reporting, PeopleSoft Financials Reporting and Budgets Lookup.  
Training is required. Fill out a User Access Security Form. Define the 10-character department(s) for which you need reporting access on the form. Form must be approved by your manager and the controller. Access is assigned by CITS access management upon controller approval. It will be one day after notification of setup before access is available.  

[bookmark: _Toc206075420]BuyWays Requisitioning, Shopper or BuyWays Approver: 
Training is Required.  Refer to www.umassp.edu/upst/  for dates.  Fill out a User Access Security Form.  Form must be approved by a manager and the controller.  CITS access management grants access after controller approval is received. For questions about training email upst@umassp.edu or call 774-545-UPST (8778)
[bookmark: _Toc206075421]Additional Department Access 
If you have access, but need additional department access for reporting or approval: Fill out a User Access Security form.  Request a change of access.   Check the security role and List the additional department(s) needed and training date for the role.  Enter a training date.  Form must be approved by your manager and the controller.  Access is assigned by CITS access management upon controller approval.   
[bookmark: _Toc206075422]Additional Module Access 
Schedule training.  Fill out a user access security form and request a change of access. Select the security roll/department access needed.  Form must be approved by your manager and the controller. Access is assigned by CITS Access management upon controller approval.
[bookmark: _Toc206075423]Approver/Employee Leaving Department or Terminating
Fill out a User Access Security Form - Remove access.  Have it approved by a manager and return to saudet@umassd.edu.  CITS does not automatically remove approvers or reporting departments when an employee transfers or terminates.  The department manager/Dean/VC/Supervisor is responsible for initiating the removal and selecting a replacement approver.
[bookmark: _Toc206075424]Bankcard Expenses, Travel Requests, Travel Booking, Expenses Entry and Approval 
Take Concur training. Visit: https://www.umassp.edu/travel-and-expense/rollout  and sign up for training or take self-paced training. Questions: travelexpense-services@umassp.edu   Concur Hotline 774-570-5507
[bookmark: _Toc206075425] Bank Cards issued by UPST  
Bankcard Expenses and receipts are entered and reconciled in Concur.  Please visit UPST Bank Card webpage.  https://www.umassp.edu/upst/bank-card-program or email upst@umassp.edu 
774-545-UPST (8778)
[bookmark: _Toc206075426]Travel Registry – Healix Sentinel 
No Training required.  Travel is registered automatically when booked via Concur.  If booked outside of Concur, register by emailing each itinerary.  Refer to this website https://www.umassp.edu/travel-and-expense/travel-registration
[bookmark: _Toc206075427]Check on Access
If you've taken training, filled and submitted the security form and want to check the status of your security setup, contact ithelp@umassd.edu or open a Helpdesk ticket  
[bookmark: _Toc206075428]User Access Security Form
User Access Security Form https://www.umassd.edu/peoplesoftfinance/forms/ 
Please complete and return the manager approved form to saudet@umassd.edu. 

[bookmark: _Toc206075429]Questions 
If you have additional questions regarding access security or how to fill out a form, contact controller.request@umassd.edu    
[bookmark: _Toc206075430]Recommended Financial, Procurement and Travel and Expenses Training
This is recommended training only.  Training may vary based on the needs of the department.  
[bookmark: _Toc206075431]Administrative Assistants and Clerks
Buyways Requisitioner, Concur Travel Requests, Concur Travel Booking and Concur Expense Entry, Summit Financial Reporting 101.  Optional: PeopleSoft Reporting and Budgets Lookup.  
[bookmark: _Toc206075432]Department Managers, Directors
Buyways Approval, Concur Travel and Expenses Approval, Concur Travel Requests, Concur Travel Booking and Concur Expense Entry, Summit Financial Reporting 101. Optional: PeopleSoft Reporting and Budgets Lookup. 
[bookmark: _Toc206075433]Deans, Vice Chancellors
Buyways Approval, Concur Travel and Expenses Approval, Concur Travel Requests, Travel Booking and Expense Entry, Summit Financial Reporting 101, Optional: PeopleSoft Reporting and Budgets Lookup. 
[bookmark: _Toc206075434]PI’s
Buyways Approval, Concur Travel and Expenses Approval, Concur Travel Requests, Travel Booking and Expense Entry, Summit Financial Reporting 101, Optional: PeopleSoft Reporting and Budgets Lookup
[bookmark: _Toc206075435]Professional, Supervisors, Managers
Buyways Requisitioner, Concur Travel Requests, Travel Booking and Expense Entry, Summit Financial Reporting 101.  Optional: PeopleSoft Reporting and Budgets Lookup. 
[bookmark: _Toc206075436]Grad Student Employees and Maintainers
Buyways Shopper.  
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